SIS 2000+ Training Manual

Create and Print Food Service Documents

Purpose

This program is used to create and maintain Food Service Documents, which includes Account
Statements, Account Letters, Form Letters, Meal Cards, Bar codes, and Mailing Labels.
Documents are printed through Food Service Reports, Letters & Labels.

How do Food Service Documents work?

A Text Editor is combined with mail merge capabilities to produce practically any type of custom
document. Data fields from the Student Editor, Faculty Editor, Patron Editor, and Food Services
Accounts are available. During printing, the student’s Primary Language is referenced for the
document. If the Primary Language is not present, then the Home Language is used. If neither
language is present, then the document language defaults to English. Faculty documents print
using English. Patron documents print using the language specified in the Patron Editor.

Training Objectives

Create an Account Statement

Understand the difference between Account Statements and Account Letters
Create Account Letters

Create Form Letters

Create Meal Cards

Create Bar codes

Create Mailing Labels

Understand the Print to form setting and how this setting controls the document format
Understand how to insert merge fields

Understand how to insert text

Edit and manipulate document format to accommodate window envelopes
Understand how to create a document in multiple languages

Preview and evaluate document format

Print Documents

Pre-requisites

None (however, student, faculty and patron data must be present in SchoolNet prior to printing
documents)



Accessing Food Services Document Editor

From the SchoolNet Main Menu, click on the Food Service button. From the Food Services menu
click on the Reports button and select Letters & Labels from the Report Groups menu. Open
the Documents menu pad and select Document Editor.

s SchoolMet C/S Letters & Labels | _ O] x|
Eile EMLIEGETOER Help Date: 07/15/1995

Document Editor
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Tasks

Create a Document Template — Account Statement

Detailed steps are provided for creating Account Statements. Other document types follow
basically the same procedure, therefore only sample templates and finished documents are
provided for the remaining document groups.

a== SchoolNet C/5 Letters & Labels editor for Food Services

Description | NN | Documents for | Students &
Doc. Group IAccuunt staterments _:| LIse this data I Student demographics _:l
l_ Dncument ‘tracking P”nt to fI:Irr'I"I I E 1."2 }{ 11 BhEEt j

Add | Eemwel | 1 of1 IEnglish j I erge Eeld |
=

Farmm: 8172 %11 Sheet Maximurm lines: GO
I‘l ‘ | st | _[leleiel Undo | Hewr | Save | it | 'l’ll

Click on the New button to present a blank document template. Complete the following:

Document Definitions

Description (user-defined)
Enter the description for this account statement. Ex: Account Statement 2/sheet
Document Group
Select Account statements. The Document group is used to organized documents (see
List). The document group has no impact on the document format.
Document tracking
Check if a printing record is maintained for this document
Documents for
Identify the target consumer type for this document (students, faculty, and food service
patrons)
Use this data
Selections available for this are determined by the Documents for setting. For example,
Documents for Students determines that Use this data will offer Student demographics
and Students with account data. Student demographics makes available Student Editor



Create a Document Template — Account Statement (continued)

fields. Students with account data makes available student demographic fields plus Food
Services Accounts fields.

Print to form

This setting controls the physical format to be used for this document -- the label format, the
number of documents per sheet, the preset meal card, etc.

Frint to form iz =

81211 (2 per Sheef) -
Avery 5160 label f mailing
Avery 5160 label f bar code

Food Swe Staternent 1 per page
Food Sve Statement 2 per page
Food Sve Staterment 2 per page
Meal card #1 -

Please note:

All Food Svc Statement Print to form settings use a preset statement format, which
includes summarized account data in the top right portion of the document. The account
statement consists of three bordered areas. The upper right area is reserved for preset

merge fields. The upper left may be used for text and consumer merge fields. The main
body may be used for text and merge fields as desired.



Create a Document Template — Account Statement (continued)

Document text

Click on the text window to activate. Notice the Merge Field button is active.

s== SchoolMet C/5 Letters & Labels editor for Food Services |

Description IAccuunt Statement 1/page Dacuments far I Students ;I

Doc, Group |Accuunt statements j Ise this data | Students with account data ;l

W Documert tracking Frint to form I Food Sve Statement 1 per page LI

Add | Eemwel I 1 of1 IEninsh ;I Merge Field. .. |
T - H

Fortm: Food Syt Statement 1 per page Maimurm lines: 57

ul ‘l 1List |_[}e|eie| Undo | Newr | Save | Quit | ’lbll

Since Print to form is using a Food Svc Account Statement format, the upper right portion of the
document is reserved for preset merge fields. These fields do not appear in the document
template, but are inserted during printing. Display the document to evaluate positioning, and then
make adjustments by adding or removing carriage returns.

Enter Text

Follow standard text editor procedures. -- text entry, Tab, spacebar, cut & paste etc. Use the
Enter key to add carriage returns. Use the backspace key to remove characters, spaces, and
carriage returns.



Create a Document Template — Account Statement (continued)

Insert Merge Fields

Position the cursor in the desired location. Use the Merge Field button (or Alt-M) or press the
Insert key. Highlight the merge field from the list (single-click, then click Insert, or double-click
on the Field or Description).

Inzert Merge Field

homecity Home City
homestate |Home State
homezip Home Zip
mailaddrl  [Mailing Address #1
malladdr2  [Mailing Address #2
mailcity hdailing City
mailstate  [Mailing State
rmailzip failing Zip

rade Grade

Insert | Cancel |

Merge Fields are represented in the text by <firsthame>. Once a merge field has been inserted,
it may be treated as any other text i.e.: place the cursor in front of the field and use the spacebar
or Tab key to move the field or use the Enter key to insert carriage returns before the field,
highlight to select then delete or copy, etc.

Save when finished. The length of the document is compared with the Print to form setting. You
will be notified if the document length exceeds the maximum length permitted. If this is the case,
then place the document back into edit mode and make adjustments.

Preview and Evaluate format. Several evaluations may be necessary to achieve the desired
appearance. |If, after previewing you wish to modify document format, return to the Document
Editor, use the List or VCR buttons to locate the document, place into Edit mode and complete
adjustments.



Create a Document Template — Account Statement (continued)

Sample Food Service Account Statement Template (Print to form = Food Svc Account

Statement)

s SchoolMet C/5 Letters & Labelz editor for Food Services

cfirstnane: <lastnames
<homeaddrl:
<homecity:, <honestate: thomezip:

Dear Parent(=s).

Your child, <firstnaner. haz the above Food Service account balance

at GEE=1234.
Bob Wilson, Frincipall

Form: Food Sve Staternent 2 per page Maximumm lines: 15

Mﬂ Lt i”.f‘lete

Done I Hew | Save I Quit |ﬂm

Description E.ﬂ.r:-:num slaternant (all, 3ipage) Diocuments for|3tuHEnls j
Doc. Group EA::::UUM statement j Use thiz data |5tudents with accourt data j
W Document tracking Print to farm |Fn:n:u:i Sve Stateiment 3 per page j

Remove | | 102 | English = Merge Field...

It

the account shows a negative balance. please nake arrangements to pay the
amount dus. If & dizerepancy should exiszt, plessze contact Sheils Conrad

.|

Sample Account Statement (displayed or printed)
Notice the preset account data fields, upper right portion of statement

Sample School Ezﬂd Si‘r‘;:ci .
047211998 COoun atemen
P
Year-to-Date Summary: Bamlance forward:
f;::d:nt ED .51& Payments made: 3z Payments total: 35.00
1::2?1:;;1: i::: Cirele el e an e 27 Meals total: -27.00
Elton, VT 21569 Ala Carte items: 11 Ala Carte total: -7.75
Balance: 0.25
e

Teacher: Tnassigned
Dear Parent (s)

Your child, Lacey ibbotc, has apn account balance ol (2se above) .

If & discrepancy should exist, please contact 5Sheila Conrad at 383-4524.

Sincerely,
Bob Wilzon, Peincipal

If che account shows a negatlive balance, pleaze make arrangements To pay the amountc due.




Create Additional Lanquage Templates for a Document

wis SchoolNet C/5 Letters & Labelz editor for Food Services

Diescription I.ﬂu:cnum slatement (all, 3fpage) Documents far|31udEnt~; j
Doc. Group Iﬂ-.ct.uurﬂ statement j Use this data |51udent5 with account data j
¥ Diocument tracking Prind tao form |F|:u:|u Swe Staterment 3 per page j

-l

sfirstname;r <lastnams>
<homeaddrl »
<homecity>, ¢<honestate: chonszip:

[Dear Parenti=).

Your child, <firstnaner, has the above Food Service account balance. I1f
the account shows a negative balance. please make arrangements to pay the

amount dues If & discrepancy should exist, please contact Sheila Conrad
at BEb=1234.

Bob Wilson, Principal

] Form: Food Swe Statement 2 per page Waximum lines: 15

|‘|‘] List | rJeinte| Done | Hewr Quit | ’lm

After the current template has been saved, click on the Add button at the top of the text area to
add another language version of this document. Add present the Select Language screen.

NavE

Japanese; Mihongo
Korean; Chosan-o
Laothian, Pha Xa Lao
Fusszian
Serbo-Croatian
Spanish

Ukrainian R
ietnamese -

Selact Cancel

Highlight the language for the new version, then click on the Select button. Only unused
languages for this document are available for selection.

Complete the document text for the new language version and Save. Notice the text field by the
Add and Remove buttons now shows “2 of 27, indicating two language version of this document
are present.



Create Additional Lanqguage Templates for a Document (continued)

wis SchoolMet C/5 Letters & Labelz editor for Food Services

Descriptian | Deficit letter (general) Documents for | Students B
Doc. Group E.ﬁ.ccuum |etter j Lise this data |5tudents with account data j
 Diocument tracking Print to form {8 11211 Sheet i

| 20tz [Spanich = Merge Field...

Fara los Padres-Tutores de
‘firstnane: <lastname}
<honeaddrl »

chomecityr, (honestater <homezipr

Por favor de avisar tu estudiante que tiens un balance de <fs_balance> con
=1l Departmento de Hutricion Por favor pagque =l balance que debe.

Gracias,

futhorized Signature

Forrm: 8172 % 11 Sheet Mardrmurm lines: 60

mg st | Detore | undo | tew | save | ouit |L|m




Preview / Evaluate / Print Document

Exit the Document Editor and return to the Letters & Labels screen.
Set consumer selection criteria.
Retrieve consumer print pool

s SchoolMet 75 Letters & Labels

File Documents Help Date: 07A16M953

IDakridgE Middle Schaool J ¥ Fres ¥ Reduced W Regular
IStudema j E':F;:g:&- Iless than j I 0.00
[ By pay-type / balance | :
1] | Name = L[] | Name [<]
1457 Adams, Colby b
1093 Adams, Deveyaski >~
314 Adams, Janna TrT
B07 Adams, Macaraus FS
4500204 [Aguayo, Adriana —
454 Aldridge, Martina
am Ben Oduro, Linsey =
10566 EBennett, Kayla
269 Benneit, Mason :J
395 Bennett, Misty - -
Retrieved: 152 Records Print Cueue: 0 Records

Quit Clear Proceed ]

Move consumers to Print Queue >>
Proceed to document selection

wis SchoolMet

ument group
Account statements
Account letiers
Meal cards Start -=

Bar code ID labels
Form letters

Document

Deficit Staternent #1 =
Deficit Staternent #2
Deficit Statement #3
Student Statement (1 per page)
Student Statement (2 per page)
Student statement (3 per page) |

I Document tracking Food Sve Staterment 2 per page

Sheels required: 435

I::-c;mrtl Edit | Cuit |




Preview / Evaluate / Print Document (continued)

Select Document

Select Document Group (highlight Account Statements)
Select Document (highlight the specific account statement -- this is the document Description)
Print to form format displays at right (Start Print location defaults to upper left position)

Display to preview format.
Display is limited to the first 10 sheets. If format requires editing, close the preview, then click
on the Edit button to access the template for this document. Adjust format, Save, Quit and
re-Display.

Print
Select Start print position
Click on the Print button
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Sample Account Letter Template and Document

i« SchoolMet Cf5 Letters & Labels editor for Food Services

Description Documents for | Students =
Doc. Group | Account letters - Use this data | Students with account data =

™ Document tracking Print to 'Form]awzxn Sheet _vj
Add | Remove| [ 1ot English ] P

SAHPLE ¢ today >

hocount Balance: <fs balance:d

To the Parents-Guardians of:
{firstnane: <lastnams}
thomeaddrls

{homecity>», <homestate: (homszip?

Dear Parent:

Ve are concerned that yvou continue to send wour child, <firstname: to
school without a lunch and without money to purchase a school meal. &s
¥OUuU SI8 aware, <_E.Hs}nan.e> has & balance of <fs_balance: for meals the

e e Sl

- —— e

¥

|

} Form: 8172311 Sheet adrnurm lines: 60

I(lil (Lt |JJ_clete| Done | HEw | Save l Cuit ]ilm

12



Sample Account Letter Template and Document (continued)

SAMPLE 07/16/1558

Locount Balance: -3.85

To the Parents/Guardians of:
Colby Adams

412 East Baker Huvy

Sandy, UT 54533

Dear Parent:

e are concerned that you continue to send your child, Colby to school without a
lunch and without money to purchase a school meal. A=z wvou are aware, Colby has a
balance of =3.85 for mweals the school has provided for him/her.

e contacted yvou by letter on asking that you pay for the meals that have
been prowvided for wour child, to apply for free meals or to contact the school if
your family is facing financial difficuty that prevents vou frow being able to send
money in adwvance for wesals at the pressnt time. A=z of today wou have failed to
respond.

e regret that we will not be able to continue to provide meals for your child if
vou do not pay the charged amount or contact the school to make slternate
arrangements. I urge vou to call me at 381-88888 to discuss this matter., If£f I have
not heard from you by , your child will not receive the regular school meal,
but will receive instead a peanut butter sandwich and milk.

¥Your child is important! FPlese call me today!

Sincerely,

Principal

13



Sample Form Letter Template and Document

wis SchoolMet C/5 Letters & Labels editor for Food Services

Description |[FETTEETIT I Documents for | Students Bl
Doc. Group Eme letters 'I Use this data |5tudent demographics j

I Document tracking Print to form |2 1211 (2 per Sheet)

Add | Remove| [ 1or1  [Englich B
SAMFLE Teacher: d{teacher: =

Dear <lastname> Family,

Your child <firstname: and the staff of our school would like to dnvite
vou to cur Annual Fanmily Day Festival on Friday of next week. We are
planning a Barbeqgue plus Field Day activities and entertainment by the dth
grade If wou would like to join us. please call the cafeteria oifice at
HHE-XHHE to make a reservation. Cost iz %1 .85 per person (there is no
charge for <firstnames)

Fleas= join us in celebrating a very successfiul school year!

Sincerely. LI

Forr: 8102 X 11 {2 per Sheed) Mardrmurma lines: 28

wi] List lllr!ﬁte D_qne] Hewl Hawl Quit Iﬂm

SAMPLE Teacher: Caroline Anderson

DIear Aguavo Fawily,

Your child Adriana and the staff of our school would like to invite you to our
Annual Family Day Festival on Friday of next week. We are planning a Barkbegue plus
Field Day activities and entertainment by the 4th grade. If vou would like to join
us, please call the cafeterias office at XEX-¥XxXX to wake a reservation. Cost is

$1.85 per person (there iz no charge for Adriana).

Please join us in celebrating s wvery successful school year!

Sincerely,

The Cafeteria staff

14



Sample Bar Code Template and Document

wis SchoolMet C/5 Letters & Labels editor for Food Services

Diezcriptian Bar code labels (small
Doc. Group Eﬂar code 1D labels 'I

I Document fracking

Documents for | Students

Lise this data |5tudent demographics

Print to form |ﬁwer~r 5160 label/ bar code

Add | Remove| [ Tor1  [Engiich E|

<lastnan=s?, <(firsthnamne:
Grade: <grade:
ID: <ident:

Form: Arery 5160 [abel fbar code Maximurn lines: 3

wi] [List !l:‘_f‘lﬁ‘tl‘i Dgne] HiEw, I AV | Quit |Hm

15



Sample Bar Code Template and Document (continued)

Iguayo, Adriana
Grade: 12

ID:

45001204

Chaney, Frederic

Grade:

ID:

ID:

949

7

Dubreuiel, Bashiri
Grade: 7

556

Harper, Henry
Grade: 7

ID:

ID:

Harrell,
Grade: 7

1228

K

ayla

a77

Johns, Christopher
Grade: 7

=5

Busszey, Kimberly
Grade: 7

ID: 1579
Coachiman, Histy
Grade: 7

ID: 733

Furno, Shannon
Grade: 7
ID: 1134

Harper, Joseph
Grade: 7
ID: 1854

Harrison, Jonathan
Grade: 7
IDI: 1645

Lawson, Jessie
Grade: 7

895

Carswell, George
Grade: 7

ID: 675

Crews, Megan

Grade: 7
ID: 840

Graham,
Grade: 7
ID: 1153

Harper,
Grade: 7
ID: 876

Hester,
Grade:
IL: 199

Lockhart
Grade: 7
4500

2

Tade

Hiscy

Harvin

s Ealey

11is

I

I

16



Sample Meal Card Template and Document

wis SchoolMet C/5 Letters & Labels editor for Food Services

Diescription Mmal Card (name, grade Documents for | Students |
Doc. Group Fhflesﬂ cards 'I Use this data |5l:u|jer|t demographics j
I™ Document tracking Print o form | Meal car #1

add | Remove| [ Tor1  [Engiich E|

<firstnamne’ ¢lastnams:

{grade>

Forrm: Meal card #1 Manipnum lines: 5

wi] | ist llJ_rEﬁte D_qnel HiEw I SAVE I Quit Iﬂm




Sample Meal Card Template and Document (continued)

—

=_-

Adriana Aguayo |

12

George Carswell |

7

I__________________l

Misty Coachman |

7 ¢:

—

=_-

Frederic Chaney |
. |

|
NI '

I__________________l

Megan Crews |

7 ¢:

18



Sample Meal Card Template and Document (continued)

—_— —_——

| Adriana Aguayo

Grade 12
C aroline Anderson
iD: 45001204

Geurge C arswell

Grade 7
C aroline Anderson
ID: 675

lllsty Coachman

Grade 7
II: aroline Anderson
=733

—_— —_——

Kimberly Bussey

Grade 7
C aroline Anderson

iD: 1579

Frederu: C haney

Grade 7
C aroline Anderson
iD: 849

llegan Crews

Grade 7
C aroline Anderson
i1D: 840

19



Sample Mailing Label Template and

Document

s SchoolMet C/5 Letters & Labelz editor for Food Services

Descriptian Ehﬂailing label (1o parents of)
Doc. Group EMsumg labels j

™ Document tracking

para los Padres de:
{firsthane: <lastnamess
¢homeaddrl»

thomecityr, <honestate: <homszip:

s | B 77—

Documents for | Students

Uze this data | Student demographics

Print ta farm |ﬁ.'ter'|-' 5160 label F mailing

Il erne el

Form: Avery 5160 [abel fmalking

Maedmurm lines: &

W]

[Telete

Done |

Hew I Save I Quit |ﬂm

20



Sample Mailing Label Template and Document (continued)

Para la Acosta familia:
183 Troy Carter Road
Sandy, UT 54533

To the Adams family:
6380 Huwy 32 W.lot 13
Sandy, UT 84533

To the Ldams family:
269 Old Fitz. Hwy.
Nidvale, UT 84519

Para la Aguavyo familia:
1234 This 5t
Sandy, UT 74100

To the Alexander family:
P.o. Box 307
Riverton, UT 84512

To the Anderson family:
P.o. Box 1222
Sandy, UT S4534

To the Anderson Launily:
P.o. Box 611
Midvale, UT 54519

To the houns family:
1762 Rebecca 5 Waldron Rd
Sandy, UT 54535

To the Adams family:
412 East Baker Hwy
Sandy, UT 54533

To the Adams family:
P.o. Box 1735
Sandy, UT 84533

To the Albha Dantes family:

P. O. Box 345
Hidwvale, UT 84519

To the Alexander family:
P. ©. Box 95
Hidwvale, UT 54519

To the Anderson family:
P.o. Box 132
Riverton, UT 84512

To the Anderson Lfamily:
4507 Us Huwy 441 South
Sandy, UT 54535

To the Adams family:
380 Beasley Lane
Hidwale, UT 84519

To the Adaws family:
1380 Fleetwood Circle
Sandy, UT 54533

To the Afaneh family:
P.o. Box 144
Riverton, UT 84512

To the Aldridge family
129 W. Jefferson Stree
Sandy, UT 54533

To the Allen family:
5ZZ East Fine 3treet
Sandy, UT 54533

To the Anderson family
P.o. Box 2283
Sandy, UT 54533

To the Anthony family:
1386 Cobblestone Road
Sandvy, UT 54533
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